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Page No. 1
2, Division or Bureau of Requesting Agency

ASSESSMENT OFFICE -
3« Authorization Requested (Check only one of the squares below).
A B

f""""| Establish retention sche-
\ x 1 dule for records for which

additional accumulation there is a continuing accumu-

Dispose of present
accumulation* No

is anticipated. Records lation.
have ceased to have to have value to warrant their
value to warrant reten- retention after the period of
tion. . time indicated.

MLcrofiln and destroy
^^^ originals. Originals

i f not microfitaed would
The records wi l l cease be retained for the period

of time indicated.

Item
No.

5. Description of Records
Describe records accurately. Include title, form number,
purpose, size of documents, inclusive dates, quantity (cubic
or linear feet), and show recommended retention period.

FEOOT POuf 3ENEFIT CBAfiflE BSCORDl
A book (17" x J£ H ) which varies frea one to three inches
in thickness* It contains Front Foot benefit charges to
be collected on property in Prince George's and Hontgoasry
Counties, description of the property caul account nunber,
A duplicate of thie book along with the IH5 oards are
sent to Marlboro* The books are used by the AssesBoeent
office for proof reading before the 2BH curds ere nailed
to the tsjs eolleotors of the two oountlea* the County
reciits to the Conalselon xaonth3jr4 the ataount of Front
Foot benefit oharges* front Foot benefit taxes ere paid
to the County by the taxpayer. Original Frost Foot benefit
charge record* ere maintained on a card f o m permanently,
from vhich the above information is obtained, They ere
filed by years and election districts, Prior to 1927, one
large book vaa »»4w+.|r<TWj for the too counties for the
purpose of Baking aooount transfers* A"qnal accumlation
for one year • 12 books for the election district of
Prince George'o County end U books for Montgomery County -
Baking a total of 23 books (£ cubic feet). The current
year bocks are kept in tin Aseessenent office. There ere
83 books (30 cubic feet) stored in the nasanwnt vault.
The period covered by these books are for 291° to date.
Approximately 20 cable feet will be disposed of upon
approval of this rwsomiwnriatlon.

>. Recommendation
of hall of Re-
cords and Board
of Public Works.

7. /Agency, .visioiy-or Bureau Representative

Schedule Authorized as Indicated in
Col. 6 by Hall of Records Commission.

r \ Date Signature ^^
^

Disposal Authoriz 3d as Indicated i n
Col. 6 by Board of Public Works.

JAN 1 1 1C

Date Signature
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Item
No.

U. Description of Records

tht (kplieftU booka oent to PfCteo 0«<a'ee*a County trettftartr* Wpper Jfarlboro,
»r« printed «a m i T^jiiUttoa «he«t«. Information for front foot benefit ,
charcw ±a Prlnc* G*org«*o (kmnty i» prepared by thft Coasai»aioiu

TWLe Infornaticm from Eontgoaorjr County i s prepftrtd by th« County Tr**otcr«r
<A«MMBMffit Office) and ^applied to the Coradoatoiu Pron the taraa forwtrd«d
by the County Treatorer** cdTfiot, the Ccaasiosion pr*par«» tho IBM etfda and
front Toot Benafit Charge Itecord <the mfb^eot of thin itoa)«
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$, Descripton of Records
Describe records accurately. Include title, form number,
purpose,, size of documents, inclusive dates, quantity (cubic
or linear feet), and show recommended retention period.

6. Recommendation
of Hall Re*-
cords and Board
of Public Works.

KEDGMKEKDATXOHt Retain for three years or until audited,
whichever Is later* than destroy*

B3DSB C ;HBBCTIOH APPU0AHOH3 FOR WATB8. AHD SEtfERt
Fora E-231* (ojf* x 11") which is prepared in qaadruplioate.
The purpose of this fora is to determine th« classifi-
cation of the property* and to prepare the assossencnt
card* Applications for water and sewar aro used to set
up accounts for collection of the installation. Copies
are nade in Quadruplicate * one Is sent to the owner •
one is kept in the Flushing Department - one in the
AsaesseBsnt office * one in the Accounting Departnent
(vhlch is the audit copy)* They are filed by county
ana tl^^t^at^x.*!^, tlwala* Thai'© is sn accuxJLation
Iron 1?19 to di&«* Stored in the b*uje~Gnt vault are 1°
drcu/ejpe (2? eubie foot) *nd five drapers in the fimt
floor vault (7^ cubic feot)* TUe armial acouculation
for a year is one and half file drawer*, ApproadLoatoly
30 cubio feet of aa-^erial vill be disposed of upon
approval of this* requ&st* . .

BSCaxoaatoAXIom aetein for three years and than do?troy.

A3D HOUSE COHKSCTICN B3SEITTm m FOOT BEHSPIT CteAH&i
FlLEt
A prennmbered fora (6" x 6%") used for posting to the

sesaeaent acooonto aa pajaents arc nade* Zt is
. . 'ed in duplicate and wie oopy i& sent to tho
aocounting depfirtaoat, ri..--i. 1^ I?, Since 1527, whan
the counties collected the Front Toot Benefit charges,
there have been only * few delinquent accounts paid to
the Comlssion annually. Since that date, the majority
of the receipts filed is concerned vith the Voter and
Bmnr Bouse Connection charsee* These receipts are
necessary for audit* They w e bundled daily and filed
cbronolo^aclX;. Thej oate from 1915 to date* Annual
aoouaulation is 36" per year* There is a 36" tff^^T^Hjifn
in the oTfice for the current year and 36" in the first
floor valut for 1252. Stored in the Vmfmwrt vault are
U cubic feet* covering tho years 19U8 through 1°51«
Earlier records m n in the warehouse (Bladensburg) and
are inaccessible. It is estimated that 25 cubio feet
of Material will be destroyed upon approval of this
request*

&BDQ(€CaauTIOKt Retain for three years or until audited,
whichever is the later and then destroy*
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